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The Congress reconvened on 7 January; however, some Congressional com-~
mittees were hard at work prior to that time. Sputnike, missiles and the general
status of scientific developments will naturally be given priority consideradon.
However, another subject will also be given immediate treatment -- Federal pay
raises. Some hills were introduced on the first day of this session and, as
indicated in previous bulletins, other bills were introduced in the first session.

Two separate articles are included in this issue of the ,ﬁnm on the subject
of pay ralses -- one devoted to civillan pay raises and the other to military pay
raises. Although it cannot be predicted what bills will succeed or what the increases
will be, it is generally agreed that a pay increase for civilian and military personnel
will become law during this session. ’

 After weighing all of the factors, the Organization has decided not to submit
any career-beneflt legislation, particulerly in the field of retirement, to this ses-

sion of the Congress.
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CIVILIAN PAY RAISES

Taiw article highlights the main provisions of the Administration's pay plan and
compares it with the one proposed by the Senate Civil Service Committee.

ADMINISTRATION PLAN
The Admw:ntion plan calls for:
&. An average increase of 6.4 per tent for Classified employees.
b. A mew system of merit reises for outstanding Classified employees.

¢. Elimination of the present legal limit on so-called supeffgrade (GS-16
thru GS8-18) jobs in Government.

d. Elimination of the present Uimit on a special group of scientists and
engineers, hired outside the Classification Act, at salaries ranging from 12,000
dollars to 19,000 dollars.

¢. Higher starting salaries for college graduates entering Government
in the professional and managerial flelds.

f. A new celling of 19,500 dollars on Classified pay -- as a substitute for
the present 16,000 dollars. (The 16,000 dollars is now the single rate for the
na  handful of employees in Grade GS-18. Under the Administration’s proposal,
G8-18 would have four steps -~ 18,000 dollars, 18,500 dollars, 19,000 dollars
and 19, 500 dollars.) :

One of the stated aims of the Administration 's plan is to make Government careers
more a (gggxg to employees in the upper and middle brackets, Thus, it proposes a
flat 6}:{ srease for Classified workers in Gradés GS-1 thru G5-10; 7.5 pef tent for
thoge in O5-11 thru GS-14; and 12.5 pe¥ tent in GS-13 thru GS-18.

$aid one high Administration Official:
“The proposal includes as a primary objective more adequate compensation

for those whose present salaries are shown to be substantially less than salaries
for non-Federal employment when compered with positions of similar responsi-

"The proposed realignment of the Classified Act pay schedule affects
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particularly the middle and top bracket levels, which include the thousands of
employees in the sclentific, engineering, managerial and other professtonal
categories......

“This realignment will establish greater inter?gmds differentials in the
upper graedee, thus eliminating as much as possible the compression which has
occurred in those grades in recent years.”

 The new plan would make G5-7, instead of the present GS-5, the starting salary
for college graduates in scientific, professional and managerial jobs T'tivil Service
Commisaicn would determine which jobs started at G5-7,

Administration officials, however, told members of Congress in a written state-
ment explaining the new plan:

"This does not mean that the entry level for one profession will be fixed
at GS-7 and the entry level for another at G5-5. Nor does it mean that all GS-5
jobs now filled thru the Federal Service Entrance Examination will be reclasei-

£ Hed to axnd recruited at GS-7,

"Many of these GS-3 jobs are clerical, subfprofessional, and sem{/managerial
rather than entry-level professional and managerial jobs, and upward classification
a?uchjohs will not resuit......"

Present staxting pay in 05-3 is 3,570 dollars per year. Beginner scientists and
engineers, bowever, are hired at the top step of G5-5, which {s 4,480 dollars. After
¢ #ix monthe service, they advance automatically to the top step of GS-7, which is
8,335 dollars. Under the new plan, beginners in the sclentific, professional and mana-
gerial fields would be hired at 4,800 dollars, which is the proposed new bottom step
of 48-7,
SENATE PLAN
The Senate plan differs with the Administration’s plan in that it provides for;
&. A flat across-the-board increase of 7.5 per Qent for all employees.
b. A ceiling of 16,000 dollars on selaries with certain specified exceptions.

€. A freeze on civilian employment during the calendar quarter beginning
| October|I] 1937, with some exceptions. |

4. Restrictions on appointments during succeeding calendar quarters, l.e.

'RE
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appointments may not be made to more than ons-third of the vacancies occurring
during the preceding quarter, agein with certain exceptions.

One amendment to the Senate Bill would make the increases retroactively effective -
to 1 October 1937.
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The Administration has proposed a "fundamental” change in the militasy pay system
which-would give a large majority of men in uniform a mintmum 6 pef dent pay raise.

A detailed plan to revamp existing pay rates of servicemen lias been presented to
Qo;nsrefs, basing compensation on merit and skill rather than length of service. Seven
out of tei members of the active forceswould benefit.

T FLC\.’\'\ ‘ ’

¥t coupleg the recommendations of the salary study{made several months ago in
the military), aimed at reeping skilled leaders and techniclans In service, with a & per-
cent cost-of {iving rise for everyone with more than two years' service.

UpdEsseieembill, four-star generals and gdmirals would get an additional 423 dollars
and 60 cents a month, 2 %early salary, inciuding allowances, of 24,093 dollaxs -~
more In {ine with top executlves in industry.

’ Many higher grade enlisted men would receive raises of more than 100 dollars a
month. An Air Force ;gmster gergeant, for example, now drawing 261 dollars and 30
cents a month in base pay on fg“years' service, could earn up to 440 dollars monthly plus

“allowances.

Officers and men serving thelr initial two years' obligated service generally would
receive no increases, although a quirk of the bill would give I{,ei:c:cmd )lguutemts an addi-
_tionel 70 cents a month. A

The plan follows the recommendations of the aforementioned salary study ln many
respects, but there are these differences:

&. Present retired personnel are excluded from the benefits of the new rates,
although past pay raises largely have included them.

b. 'm#new pay rates for enlisted men would go into effect{ Jule) ,but thoge for
officers 3 above the 6 pexr tent-of-living rise -- would be spread over foks boosts
within th¥es years.

9&.\_ ¢. The raises for top-ranking officers, while substantial, are lower tharf“ﬂ«;.i e
proposed by the salary study.

phi-ceoend two new supef grades for enlisted men, above master sergeant.
The Army and Marines are expected to call the new ranks :gergeant major"” and
"sprgesnt, };rstﬁlass”-- existing ranks with pay equal tc;‘gaetex - gergeant. Navy and
Alr Foxce naspes for the supef grades have not been settled.
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mxmksefthme* and four-star neral also would be two new supef grades. Now
ﬁéh officers receive the base pay o! s 13 jor ;eneral plus a speclal money allowance.

J'Zf‘\

The chart on dxe opponlte pege sets form the proposed changes in the basic pay
acales.
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‘“PVGrlde Oto2 2104 4to8 $to B8 Overs
*KQ Sgt. Major . “0000 5:210.06 $420.00 $430.00 $440.06
YES 1st Sgt. .... 35000 36000 370.00 380.00 _
ET M. Sgt. ., . 30000 31000 32000 330.00

Eg Sgt. lel ..., 25000 26000 27000 280.00

ES Sgt. ........ 21000 22000 230.00

E4 Corp. ...... 140 g0 180.00 -

E3 Ple ... ... 89.37 117.00

E-2Pvt. (gver 4 mo.) 83.80
E-1Pvt.(under 4 mo.) 78.00

Proposed Officer Basic Pn Scale
Years of Service in Grade

; Pay Entry

‘Grade Fay 12 23 34 45 S40vers
1010 Gen. .. $1700 ‘!
[10- 9 Lt. Gen. 1500
*0- 8 Mai. Gen. 1360 bar
°0- 7 Brig. Gen. 1200
*-8Col ... 9% *1008 *1066

‘-8 Lt Col. M0 * 1% .

0 4 Maj 830 300 %5

g: g Capt... 420 432 5 488 471 8
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DEPUTY DIRECTOR PRAISES LANGUAGE DEVELOPMENT PROGRAM

I addressing the personnel of the Office of Training at its annual Christmas
meeting, the Deputy Director has this to say about the Language Development
Program: :
. ne of the most rewarding results of your efforts is seen in the language
training program. The word has gotten out about the language incentive program.
1 understand that over 450 employeas are now enrolled in voluntary language
pregrams. This number {s above and beyond the approximate 850 enrolled in
the regular language programs. The figure is impressive. It still isn't large
o enough. One of the jobs you have to do next year, in this program. is to
provide the guidance to assure that those persons taking language voluntarily
are studying the languagee which will be in greatest demand by the Organizstion,.
both now and in the long run. Culdance to these "volunteers” will have to come
from supervisore and from you here in the Office of Training. This guidance
will have to be based on a clear appreciation and knowledge of long-range
programs and trends. In short, we have the program going. e are developing
our pool of linguistic talent. Now, we waat to orlent it, as appropriate, to ful-
#i1] the defined requirements of this Organization, both short-and long-run. The
management ment of the training offered can spell success or failure {n this effort.”

25X1

This document s part of an integrated

Approved For Release 2002/09/03 : CIA-RDP78-04724 Aol BEbRG0 {7 0! fle it must be

sysiematic reviaws




25X1

X1

Appro‘ved For‘Rg[ease 2002/09/03 : CIA-RDP78-04724A000100080007-0

\// SECRET
N [ 1

GIMMICK ATTACHED TO PAY PLAN
The Administration's new Federal employee pay-raise plan includes a gimmick
designed to make grade-to-grade promotions more attractive toj"éfasamed employees
who win them. '
Here's the plan:
. e
All Classified grades except GS-18 have several within-grade pay steps tl’u,jﬁ&“L ;?ihieh
employees advance on a senlority basis. And all except GS-16, 17, and 18 have three 3
longevity grades for employees with extra-long service in particular grades.
The top steps of many grades overlap the lower steps of the next higher grades.
‘Accordingly, under present law, when an employee is promoted from one grade to
another, his new salary must be at least one within-grade step greater than his old --
provided this doesn't involve assigning him £~ a longevityfstep.
Under the Administration’s plan, his new salary would have to be at least two steps

greater
é 1f necessary to insure this, the employee could be assigned to a longevity
step of his new grade.
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TRAINING ENROLLMENT INCREASES : .
AL @vv—ﬂ'-tﬂw S S /:Q 3

. gl S v
;, n zation employees are cpnfinuing to undertake more and morestraining
o In # furtheringee{ their careers. /The Office of Training is offering more courses
, now than ever before. '

%ﬁ%r {ndication of employees' desire for knowledge s the ever-increasing
3?“" number of requests for external training. Out of twelve hundred requests received
during 1957, ninety-five per cent of them were approved, and the trainees are now
increasing their qualifications for Organization work by study in new fields or by
{mproving their efficiency in fields in which they had limited knowledge.

These peaple are building the Organization and will experience the great degree
of satisfaction that only personal accomplishment can bring.
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deal of Interast in the recent amnnouncements by the
Commissioner of Inter ‘Revenue on reporting of travel and reimbursable ex-
penses on your U. B, é %31 Inf:ome Tax returns. The new (1957) tex forms
now provide a special linés for these expenses. After
first indicating that ¢ hame would be expected, the Commissioner later _
stated that the taxpayer would not be expected to report line 6(d) informe-
tion for 1957. However, he made 1t clear thst the informelTon would be
sxpected and the requirement enforced for 1958, You may want to know how

thisg affects you personally, :

Actuslly, there is no change in the Tax Code or the regulations. As &n
employee, you are expected to asdd to your gross income any payments you re-
eelive for travel or per diem. You should then itemlize the mctuml expenges
sud enter the total on line 6(a) on page 1 of Form 1040, The difference bete
ween actusl expense and thé amount you have received will thus be reflacted
as elther additionml texable income or deduction from gross income in
reaching your adjusted gross income., Any deduction here would not affect
your right to take & standard deduction fin lieu of itemizing your personal
deductions on page 2 of the returu.

In the ¢ase of many Qrganizetion personnel, security considerations
heve probably prevented itemized accounting. Coupled to this hes been the
practical aspect that veimbursement seldom if ever resulted in added taxable
sompensation, and sny excess available es a deduction has generally been
negligible. So the result more often than not we suspect vas an omission of
this informetion. And seldom was this omission remarked by Internal Revenue.
The pleture has now changed,

Woile the crackdown is probably eimed meinly at the higheexpense-mccount
employee in private Industry, there is no doubt that (overnment employees
fall within the technical requirements. Juat how it will affect employees
of this Qrganization is not yet glear. BSo far, the people in the Internal
Revenue Service continue to understand our difficulties in providing itemized
travel and other operstional expenses. At the same time, they are not yet
sure how much force they will be expected to exert. Congressional reaction
may influence the situation too.

For the moment, it would seem desirable for everyone that can do go
without undue risk to security to keep & fairly specific tax diary. Then,
if gt the end of the yemr, the information is required and can be safely
provided, it will be sccurste., In the meantime, every effort will be made
%o reach s firm understanding with the Internsl Revenue Service on the ap-
pliesation of this requirement to the various classes of Organization personnel.

BECRET

]
Approved For Release 2002/09/03 : CIA RDP78 047244\09&"1569%@? bna “ﬂl?fftgrnﬂ:? ba
subjected fo individgual systematic reviswn




25X1 Approved For Release 2002/09/03 : CIA-RDP78-04724A000100080007-0

Approved For Release 2002/09/03 : CIA-RDP78-04724A000100080007-0



-

Approved For_ReIease 2002/09/03 : CIA-RDP78-04724A000100080007-0

PO Credit nion held its 10th Ammal Nesting on 21 Jumary 1958
%o Geciare dividends snd elect officers snd verlous ccomittee members.

of Crofit Ualons in geoersl, recomended the highest possitle dividend
ot 4.5, conforning with sound Credit Undoo managemsnt practices. This
of the Credst Union reported that, although there have been mmy policy
jofes and limits on shere deposits, the year 1957 showed a
ﬁ.ﬁhmm&ww.

mmwwammﬁmmmm., Among
spyroxizstely 175 Credit Undons in the Metropolitsn sree, ve sre one of
the largest. The Board of Rivectors snd the wesbers of the varicus
Gredit Union Comittees dsperve much credit for their work in tullding
m%mxm Thess Orgenizetion officials have acceptel these

pensitilities ss axtre~duly sctivities and receive no remunerstion for
the meny hours Asvoted to the Credit Union.
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An Exacutive Reeerve, whilch will be avaiiable to supplement the top staff
of our Organizetion in the event of emevgency, is now organized. This civilien
progrex, which is govermuentiride has progressed considersbly since it wes
firet described in the September-October issue of this mlletin.

Twventy-three individuals have baen approved by the Director for service
ag Executive Reservists.

w. The Reserve Unit in the Organiza-
tion at this time ip made up of, although not limited to, consultants and
former employces. It is composed of leaders fram all parts of the country.
They are exparienced executives and prefessionsls from infustry and private
Mi’mtiéns who have agreed in pescetime to give thedr time for participation
in periodic tralning end in the testing af ﬁ&{gﬁiﬁu plens during emergency
exercises and, for full-time axploynent, durdng w.rﬁsggl

It is of interest that fifteen Govermment depertments and agencies have
established Zxecutive Reserve Units having s combined membership of spproxinately
1,000 Executive Reeervists. These are cutstanding executives end sdninistrators
from all parts of the country; from large and smell industries; from the pmfev;~
wions, lsbor, sgriculture and pudblic and privete institutions. It is anticipated
trat there will be spproximately 2,500 Reservists desipgnated by 1 July 1958,

The Secretsry of Commerce and the Director, Office of Defense Mobilization
sponsored a two~dsy conference of National Defense Executive Reservists which
was held in Washington, D. C. end attended by 1,300 persons. The President of
the United States, the Vice President, the Secretar; of Stete, the Secretary of
Befense and other high renking officiale spoke to the group.
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ALl ecployee reswrvists in the Orgsnisation hawe ®Ov been claesitied

. mobllisstion estegowiss amd this inforestion fAnnished w0 the militar, -ervices.
e srticle "Mlitaxy Ressrve Status Informedion” ia the February 19357 issue of
tais Wlletin deseribes thess ostegorise. Rployes reservists may pov aseariala
wm-ﬁ.qmwm-rmmmu
e Grganisation.

This classifiention pragran 1is $ied i vith owwwest legtalstion spyplying be
hlthh-ameMdm. is Ast requives the
mum@wmehmmwwn—
*he Denty Neserve all isdtvidmals wo ere act imsediately svedlshls for astive
Ay 13 ovent of ensvgangy. The Ready Resarve is dasigned %o meet the mgemnie~
Si0n voguiremmts of the Militaxy Servioes in & Drwibefize Yype of emergmay oF
Gwing the early phoses of & war or gsneral mobilisstion. N, therefore, inslules
all of the orpnised pertiss of the Jaserve Joress sl 45 %0 be hept in =
afvenss state of yesdiness. The Stenily Ressrve, en the other band, 1s essmntially
® enguganised pool fyes viish the mxparisoeed persccmel nesded for the
ssesndaxy pheses of & W @@ gamernl sohilisation wuld W sbiuined throuwgh &
puessss of salestive swrvies.

She Rondy Ressrve 1s 1ishie %o be ordered o artive duty in cese of war W
“—m\p‘&uwmmnmnmmwﬁ-
Congress. In the csse of &2 mmsrpmcy poclatesd ty the Presidet, Lowever,
Oumgress has reserved e right to dcterains the mmber to be called. D
stattory 1ints of the Dendly Reserve is now 2,900,000 isclniing mewbdurs vhe ame
seeving on axtendsd actkive My with the Magilar Forees. Nmbers of the Ready
_umquﬂhﬁmhwmmmmm
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-~ wil veriolds of art!ve auly G U*a..hzin(, A &IV Sl T A regaive
\—%Mm ,j“’w:nw‘v‘k o 5.}%‘} !T‘?? FARvys ’ﬂi* h”w@v b ’é i ":;’?
oy 1 w frucip.uonf\ Rescrvisis win o lLongsr Mave & smt\zn‘-r um_..;»utm

to ressl.. i toe Aemdy Reserve arc required by thedr sexvice to ¢l nn affidavit
agrecing o contimie as 8 Meady Rescrvist for a rtated minisa e < -

mcsumwmuumectwwuwmtywntmotmrormﬁml
mymmwmwn,mmmmmtmoruc
—bers,mamm.wuomcumuuummuum:uunn
Mu:}ﬂtmmmmrmwwnmznoemmw
mwmxmmummmm«mmmumwt. in cther
words, umughmmmn-u-mm to_untuy ocoatrol under
‘sppropriate cunditions, Sslestive Sexrvice determines their svailatdlity ror
militery service. mldthnnunmmmwt«smurwtmma
ummmcm-m:nuudmmﬂofmﬁw
and promotion-point eredite Just as, i the a%:n?m They ¥ili i be padd
mmmupmm,mrmwumawwmeimwmr
pariods of active duty for weining. '

Orgenization reserviste overveas vbo have receivsd e Selactive Servics
Beserve Qusstionmeire shewld f111 1t out as fully as possible, sign it and
retura through charnels %0 headguartas. When the individesl receives NoLifiows
uudmmocnnmmc‘m,mmmrmmmm
unwpmmhmmtwmmumwuua
offieial Persommal Folder. |
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vart m an integrate
This documeni is P s fle it must e
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hesdouarters !hetm 0 Juze of this year.
mmmumammmmmhmmmm

of the smployse's performsnce In his cwrrent positiom. }%M

. mamerous operating and aleinistretive mm% informxtion recorded

X X K
amnmmxmmztmhsmmmumm

mxmu‘mpmwmwammm
Yesdership, force and high potential for growih. With-the-imtroduction of the
mwmmmammmmem
to the iedividusl concerned,.as well as to msnagement, the supervisor's Juige-
ment regarding the individusl's oapecity for future developnent. However, the
Wﬁwhmﬂnmc&wﬁmﬂﬁu%m&ewﬁmm
mﬁ,ﬁmwﬁaﬁ,hﬁaﬁﬂadmg 3 potential in the
narrative section.

Investigation and inguiries have indieatsd that & marrailve evalustion
when esrefully and properly prepared ,is the best basis for determining future
personnel setions. Provision is made in the mew form for & perrative section to

Ul

individusl. Our new syste: also provides thet sn evaluation in memcrandin form
may be substituted for the Fitness Report form for esployees in grades 0S-1k
and sbove. MWW:&&WW{&M,H,I&)

This oo ¢t 8% an inlegrated

were evalusted in memovendun repoyts. file, If 1o file i must be

subjected o imdivie sysicinatic reviewk
Another immoveticn 1s the aew system for the midmission of sumual reports.

mmmwamwxmmrwmmm

Wwwm, P51y moens thet evalustions on all iméividuals in the

same greduperedd FOIRbE aub20026D/43 1h-RRR7 02448001 MBI procedure
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‘ SECRET
25X1
| EMPLOYEE BENEFITS
We-have recelved severst requests for articles on the various benefits ¢ £
As k. LEa LS ,
programs available to employees. e are planning-to-publish next month = (4~ b
special issue of the Support Bulletin which wii-be devoted e ont Voo
subject. W\Vﬂl cover suchthings as widows' benefits, retirement,
medical and insurance coverage, and welfare funds. Itie fhis Ve |
mneuﬂ;‘\ﬁ‘é& widely distributed end ﬁ;eggggtfp::{gture refe;?rilrf:e. Shanges-in S
these-programs-will be reported g they-oecur. . . .. e 7
ke
‘ SECRET '
? 25X1.
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SECRET

2éx1 \z "7

PROGRESS REPORT
The Language Development Program has completed a year of solld progress.

Ly
‘Results since the-feurth-of February h»ﬁﬁ;-nm can be summarized
simply: participstion in the program ran high and still does; scores of peopie have

set asidé their pre/work and postrwork houxs for study and class work; books,
tapes and laboratory facilities have been in such demand that additional facilities .

| had to be provided; some of the more unusual languages have been introduced into
the program; the Langusge Gualifications Register <~ regult of the tremendous
response to the Language Data Record is curreatly up-to-date; language proficiency
tests for all languages on the swardable list have been scheduled for Meadquarters
personnel whose eligibility for awards occurs during the period of 4 February to

30 m,ﬂﬂw first ewards were granted for achievement of awardable levels of
proficiency in specific languages.

SECRET S
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HEOCRIR MANAGEMERT . ANDQ;IE SPACE PROBLEM he remaining 26 cabinets were realigned
B . alonpg the walls for gquicker refereance.
Avvwider aisle increased afficiency. Work
, gpace and bables were provided for resear-
Lo you have @& space problem? More than chers.
Likaly you do if your office is as over- ‘ o
wrowded 48 some., Tou boo can gain more spacs, perhaps
_ - relieve a floor lovading problem, or sim-
Have you sver thought, however, that per- ply keep your presunt volume of rscords
haps you have 3 records problem instead? in bounds.
Here's an (rganization office swhere this
) wag the case. _ Here are several wayz to do this. L

5E THE RICGHT TYPES OF FILE FOLUERS AND
“UIJES IF 1GU w&NT'EJUR FILES TO LOOK
.L?KE...

a4 RATHER THAN THIS. i

h@vaugﬁ their weight had to ba distributed
along main floor beams., The aisle was nare
row snd thare war little work space for
persons using the files.

But see what was made possible by elimi-
nating the need for just f£iw¥¢” cabinets.

PR AL faet‘wfau can ghin up to 30T
more filing spsce by following these
tips:

EES

This document Is par! of an intemrated
file, M separated from fhe file it must he '

CIA-RDP78-04724%60% 1b gtttz =r'onete revew:
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se heavyiduty pressboard folders only

" lighterpweight kraft onedwould have

v be replaced during the active life of

ne files, A heawy-éuby folder reguires

er thres times se much spice as a

aft folder and costs 233 more.
e

s file fasteners mainly for case of

vject {lles, Use loose filing when-

ver you can. It raguirves less space

wdoup to 508 less tims,

agteners and haavy duty folders eat up
ing space., The chart bslow shows what
haopen in a typical file.

e s G5

PASTENERS AND HE! s}b
PRESSBOARD FOLDERS
(Assuming each folder

holds about 4~ of material)

NQ, OF
DRAWERS
REQUIRED

303 lightersweight
folders, no fasteners . . . ., . . 4
306 ghtersweight

Iolders, one fastener . 415
300 pressboard
folders, no fasteners . 434

S pressboard
folders, one fastener . . . . . . 8%,
300 presshoard
l‘a;ﬁ'ders‘ twe fasteners |

. THE RIGHT TYPES OF CARU-FILING EQUIP-
Yor instance, a 1,200-card visibie.index
5 I'e cabinet takes up about gix sq, ft. of
£ sor space and costs about SuLO. In com-
ison, the tray shown in the nest column
W -ids the same number of cards, can be
stored in a file drawer, and costs only
o out $o.@®. Building Supply dooms haks
1! =se trays for different sdrd sizes.

Approved For Release 2002/09/03 :
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#E

|

This comparison does not Iafer that visi-
ble.card files should not be used. Cn the
contrary, visible.filing systems, with their
many advantages for posting, signaling,

and rapid reference, do have 2 definite
place in today's modern offices. The point
is aimply this-«the need for a visible sys-
tem should be carefully weighed against the
additional cests for sguipment and space.

The demand for grsater efficiency, and
inorsasing curbe on space, have brought
forth many improvements in card.filing
squipment.. In particular, units ars more
compact bo bring more records within reach
of the c¢lerk and te reduce the cutlay for
space and equipment. One of these units
may be the answer to your problem. See
your Hecords Officer of contact the Rec-
ords Management Staff for advice,

# R B W B % W #

Future wrticles in this series will give
you more nelp in relieving today's spgce
problems and will provide standards for

{t.:.ettor space utilization in the new build-
ing. . :

S S Y SO S S P T

iwl sept i3 il of an integrated
his desumzel s pul @ Inte

file, I ue om fae file x_t mus! ks
suisimed fo lecivideal sycizmatic raviely
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SUGGESTIGN AWARDE PROGRAM

tmeﬁmgmmﬁmﬂmmmsammﬁmmaatiﬂs&wu&ms%ﬁ?nummmamuahnﬁ
15 suggestions and voted to adost 17 of these. Awerds totaling 910 dollars,
ranging from 10 dollmrs to 355 dollars were granted, These 17 suggestions
represent tangivle sevings to the Organization of over 12,495 dcllars in the
{irst year of sdoption plus wany intangible benefits.
N 0

wrretnR ¢ She TS
‘ tion $; mZurmmtfﬂmzntcmmrmumg %ﬁqﬁpé&%
ag&nmﬂmﬁﬁ~ﬁiﬁm:ﬂ%:;::22, this pervteniar dspartaent vhe have-dekes t-wmt
posltive stess towamd @ality of -the suggsstions by stimmlating

and helping thelr employeed jresent their ideas.

suggester lmprovised & mo vay to |
in fifty-gallon drums.(“Gm-large of deve gpaﬁhﬂmﬁ:nmaaaqﬁamMMWg
gradustions in gquarts lﬂ'rfjrﬂiiiﬁiﬁfiﬁgﬁgggggg&g!hm&ngmmw, .
fﬁnﬁﬁf&ﬁpt&rmmmhm,ﬁa;dnﬁw,mﬁ&m & groove on the sesle. is 49?

ﬁmr&mkftﬂaiuraqnaﬁ,tﬁcrhuanwiwmu'ﬂmmmdpmuxun,ﬁmmﬁﬁnmn%
ﬁmzmﬂwrywﬂﬁunggghiuuaugtﬁhkuwwﬂtﬁi»hﬁhﬁ]ﬂﬁ:h&ﬁ&nkﬁk.

amnm&rmmmmﬁMn;mmgmdgnwuﬂmﬁmmgqryigﬁmﬁjﬁaammuﬁgggau@-
went, withia-verious (Grinting estebEishwests, by spraying the metal vith liguid
Wk

&awwmﬁkm:ﬂZ&Mmuimmummmm:mmanuzﬂmﬁhnﬁiwm&sbeawumn&
with an sutommtic werning device sueh.as szall tumbling bell attached to the
2 . meea

ﬂﬁ&lamﬁhm#n@gu&urnwmnnuﬂﬁaruﬂnh&mmrthuﬁﬂaﬁmwhsvnm:s
mﬁl&da!xﬁm,emaﬂuhﬂzw:tmmnm,umumiwmaaﬂ?nnﬁuﬁmhrmuakuw
pressure 1a on. This device 1s used for f

Lot

style used, and cut down errore and frustration of operetars.

&{:'f ("Z 24 @a it o

é&mugamwdanmansvadzarwb*huqﬁhhrummuaal1&;’ﬂuna
lnm%mhminmlﬁwEmHCﬁmaaﬁﬁﬂﬁsfm?aﬂmﬂlht#mﬁMﬁdwyﬁ%eﬂﬁﬁéﬂ@
Contents, which le identical to the required subhosds, -be-ecpied. insteed of
luboriously searching for suthesds. snmdm*tmhﬁanmumemnm&h&hpmp
sanuscerist was eatimated,

gmn&afm@@wﬁn*mmpwmathﬂ;aahuﬂdmﬁsmﬂ:lvﬁmdm;@mwﬁZm‘nmhuhﬁ
mxuwhhwmmiwmm,mﬁJﬁtmagmsshnymﬁ&nh&&u,tﬁhﬁﬁmﬁmﬂnlawg
for conparison viewing. mwhbuwaiatahte@mwmlmuhaﬁ&ﬁ&m&p&m&m&
ammﬂatshmm:mmruzﬁﬁabmwaiaunumdgw:mﬂwnn.‘%msﬁhssmzaﬁy
mmwwﬂﬁ&humntn@%ﬁ,ﬂun@&Jmhﬁaﬂmmwmﬂanwiwwywﬂm&haiwtahw

This dosumont is ropd of zn iztograted

9/03.:, -04724/£000100080007-0 it must
. né&%%?lpw@%qﬁﬁﬁ iéz'ezsgfogos sysiamatie r::iew?

HEE I N
LAY

Approved For Re




25X1

25X1

Approved For RElshdd ddodip9/pai: FipjbP78-04724A000100080007-0

saved labor tlme.

Other thoughtful swerd-vimning suggestiens facilitated Crganization opera-
tiona.

Cne suggester proposed the estadblishment of a uniform abbreviated systen
for cables to cover heedings, sddresses, distributioms, and otber constant
indteators. His award wes for 355 dollars besed on tangidle ssvings of 11,000
dollars in the Pirst year of sdoption plus other iptangible bemefits, Book
Jispateh Ho. hib, ss smendef by Book Dlspatch No. bk6, described this nev
technige,

Two cffiesrs independently suggested ameniments to our transmittal dispatch
srocedures. Qn:mwmmnwdahmuﬁnnsimmmtntmruuniaﬂmmum;uaM&arpnmmnﬂ
& asystem of pasket dispstches for certain situstiona. Fezr these suggesticns,
the Committee vobed to sserd 125 dollars to the first suggester snd 175 dollars
to the seconl, teaed on intangible benefits. The product of these suggestions
is Form No. 1236 vhich is alresdy in effective use.

An sward of 15 dollavs, besed on intangzible benmefits, was paid for &
training device which has been sadcpted in & modified form. This device makes
relsted mpps and cherts visible when color slides axre being shown in deriensd
TOERE «

e
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 LEAVE RECORD |

Name
- doeBili213j4fsial7igle 10l 1M1i2}13| 14i18] 16417 1819120 21le2 (25|24 25126127128 [28130] a1
Jan,
| Fab, B
1 ey,

7
T Apr. | ’ i
May | 5y
June
July H ’

AL .
Sept. | H
Qot,
{Hov, § B H
Dec, i H
Jan. || )

~165%

ANNUVAL LEAVE

Pay Foriod 1i12)81e 516171819 olui[refis]ialis 16 v [1a]i skeo lz1] 22l
Unused Balsnce
Barned

Ueed

I
3
1)
e
]
hy
(a1

Pay  Pariod ilzi3l4lsiel7l8ls ol 12113114018 16117118l 02 clea 2

f Unused %alopog
[ Earned

s gd

&3
(3]
™
tgvd
e
140
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el
T
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EEY

v/ On the job 8 hrs. AwAnnusl Lesve 8- Sick Leave WL 0P CeCompensatory Leave

¥=-Military Leave J=Jury Leave O-Overtime  H-Holidays [ saturdays ang Sundays

NOTE: Your Leave Year started on Jan. 12, 1958 and will end Jan. 10, 18593

“

above chart usaful. hart pay be obtained
whorwi {‘@%ﬁm‘t

Enployees desiring to keep an accurste recerd of their Annuel and Sick Lseve mey find the
wa 1 o S ¥ 5 LYE A

o
ek the Priptin

(A ’
The "H" is for holiday

=
ard the heavy black lires set off Saturcays and Sundaye, nop-work
daye for most empioyess,

x You emrn Arnual Leeve on the followirg schedule: 4 hours for each of the 26 pay periods, m*\

& 3 days a year, during your first 2 Jears of service; 6 hours per pay period, or 20 days, if

" you have betwser 3 and 15 years of service (you'll get 10 hours for the last pay peried, to

4 round out your 20 days), and youtll get 8 hours, or 26 days, if you have 15 or more gwa'a of L VY
servies, - This document is part of an intefrate Co

! file. If separated frem the file it must he RS

subject individual systematic reyiews A

s

s . . R d_to A"y
Sick Leavs i the same for éveryone, 4 houre each pay periud, or elS days & year, and thg ‘k
is no limit on the smount that cen hbe scoumulated. But there are legel limits op the amourt  \

of Armuel Leave that can be oarried over from one year to another. For mere detail af" '
tion on the scoumulation and use of Annual end Sick Lesve Blesse cornsult I:’_rﬁtfnmm-_mr
E or @l

This documenf Ts pal e
file. If separaied from theAﬂla }‘f m"ﬁ be

) e eens -,
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